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PSSSOTHBL OFFICE, 

ACCOMPLISH!-®!® - CALSHDAR YEAR 1952 


1„ General 

Yfca more important acsorapliiJhxrsEinta of the Personnel Office 
during calendar yeas* 1952 were eon ceraad with improving and broadening 
the services offered by the Personnel Office and with strengthening the 
career sendee concept,, The past year also saw the Agency baccnss fairly 
wall stabilised in lias staffing* With personnel procurement limited large- 
ly to replacement of attrition, the emphasis shifted from recruitment to 
the develogsrant of a well-rounded personnel program* Stops in this direc- 
tion during the year were the continuing improvement and simplification of 
personnel procedures and records, the beginning of the dervelopiasat of a per- 
sonnel manual (tMeh gave way to the new Agency system of regulatory is- 
suances), the coffipletioa of the coding of the qualifications of araployses 
and applicants and the establishment of this data on machine records, im- 
proved personnel statistical reports and reporting procedures, and increased 
emphasis osa in-service placement activities and employee services. Calendar 
year 1952 also saw a beginning to the Implementation of the Agency ? s policy 
for decentralising certain administrative activities, including personnel 
operations* 

2* Personnel Procurement 

a* A statistical summary of personnel staffing is furnished in 
"Sabs A through 0. Although special recruitment, particularly to meet 
Project iraqudrcraaats, required, intensive effort in ear tela areas. 
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recruitment of non— eXsrioal candidates became generally ccnesmsci 
with obtaining rsplmsomant personnel, The scarcity of qualified 
clerical candidates required that this phase of recrxiltcicnt activity 
be conducted on a critical basis,, 

b. lessening of quantitative requirements intensified the 
need for selectivity la the recrultamt process. During the last six 
swaths of 1951* apprcdmtely IS? of the candidates considered for 
Agency es^loycmt were appointed. During 1952, only about 10? of t he 
candidates applying ware appointed. As a means of reducing unpro- 
ductive recruitment contacts and as an aid to developing aal exploit- 
!ng productive sources, the Personnel Office completed the establish- 
meat of a coaprehsnsive Lead/S om-os Index* Obis fedcac contain the 
nssraes of individuals, collages and universities, industrial concerns, 
associations, etc., with whom contact has been established. Source 
records are catalogued according to oemspaticsoal groups and special 
sldlls and bear notations as to contacts mad©, security clearance of 
contacts, and results obtained. At the same tiros, an improved system 
for prodding field recruitment officers with current personnel re- 
quirements information, including brief statements of qualifications 
desired, was established, 

e* She schedule provided in Tab D reports the volume of typical 
work units in recruitment activity during the year. 

3* Career Service IVogram 

a. Upon approval ty the Director of Central Intelligence of the 
program recommended by the CXA Career Service Ccmmltteo, the Personnel 
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Qffio© participated in the iraplsacatatian of the program at all 
lerols, Career Service Boards ware established in all major organi- 
sational cocqpramts and ware assisted In defining and clarifying 
their functions and impossibilities „ 

b<, Study of specific proposals concerning honor awards# 
hazardous duty pay, longevity awards# selection of professional per- 
sonnel# and establishment of an eoescutive inventory was inxtertaksn 
ly working groups established by the CIA Career Service Board# with 
active participation of Personnel Office representatives. Additional- 
ly, a variety of statistical and other data was furnished for these 
projects. 

c. Installation of the Personnel Evaluation Report# approved as 
the basic tool of the Career Service Program# was accomplished* Ap- 
propriate regulatory and procedural mterials# providing for the utili- 
zation of this reporting system in other personnel activities# war© 
developed by the Personnel Office and an intensive training prog ra m was 
conducted jointly with the Office of Gaining. During the last three 
months of tha year, action was initiated to obtain evaluations for all 
employees who had been on duty with the Agency for nine months or longer. 
4* Placement and Utilization 

a. Considerable progress was made in providing a placement pro- 
gram which goes beyond the initial assignment phase. Ebcfcensiva use was 
made of the technique of follow-up Interviews to determine tha suita- 
bility of assignments from the point of view of the supervisor tho 
employee concerned,, Ibis method assisted supervisors and placement 
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officers iu identifying mis^assigsoents before sorlcras prcbhaaB 
arose. Greater eisphasis -was placed on effecting reassignment osp 
separation of employees whoso performance was not satlafactcvy. 

b« The recording of qualifications data was greatly improved 
by asteasion and refinement of machine records showing impcrljant p-^- 
sonnel data, education, experience and other qualifications informa- 
tion. la completing this project, the Personnel Office developed 
code structures tailored to the Agency’s needs and established current 


were coded in ©sta&Lishlag these qualifications registers, which are 
used extensively foe both in-servlc® placement and statistical purposes. 

Cc A Placement Handbook, primarily for the us© of Placement 
Officers, was published during the year. Ibis handbook contains in- 
formticnai, regulatory and procedural material pertinent to placement 
and utilisation activities, 

5. Classification and Wage Midnistratiesa 

a. On® of the more significant developments in the position 
classification program was extension of its survey activities to over- 
seas locations, X» order to determine the effectiveness of the classi- 
fication program for the field, a team of analysts visited 


and conducted a comprehensive survey of a type which If con- 


templatod far all overseas areas. Thi3 survey resulted in a number of 
recomm&uaatiom regarding position allocations and staffing generally. 
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be Considerable j$*ogr©ss was mad© ia developing uniform titles 
asal for Agency positions and in establishing classification 

standards a p plicable to Agency positions. In this connection ti\© 
Personnel Office developed a new format and questionnaire far obtain- 
ing job information far classification purposes* 

c. Special procedures wore established for review and action on 
recommendations concerning positions in grades GS~l6 ? 17 > and 13. k 
ccmrdtt©© of hey officials was established to review proposals far the 
establl^bffient of positions at those levels m well as propmals for 
the assignment of individuals to these positions, A comprehensive 
review was made of all existing and potential super-grade positions of 
the Agency and a report prepared recoBsaending allocations of these 
positions to the Review Board. In this connection, Information was 
obtained on super-grad© positions in other Jbderal agencies, and a 
recoaEc^dation was submitted as to the number which could ap. ropr lately 
b© authorized far this Agency, 

d. A detailed analysis of th© grade distribution of T/0 posi- 
tions as cospared with the grade of the incumbents thereof wag pre- 
pared for each Office c Maiticssal reports prepared covered the distri- 
bution and grade level of ©dsd^istrativo positions, and a listing of 
Agency positions by special categories (professional, technical, 
clerical, etc.). 

6. Testing Program 

a. The schedule provided in Tab D reflects th© volume of typical 
tjerk units la the testing activity, 
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b. The research program of the testing sendee was con- 
siderably broadened during the year, Projects wore developed in the 
follouiag areas t reliability studies of tests currently used; ex- 
perimental "tryout" of new tests; validity studies on skill tests in 
terms of predicting performance in training and in " on-job" situations 5 
and revision of normative data for Agency populations . The services 
of a consultant from the Educational Testing Service were obtained to 
advise on the testing sendees offered generally and on research 
problem particularly. 

7. Employe© Sendees 

a. An informational handbook, Tour Job in the Central Intelligence 
•Agency* was developed and published for distribution to all Agency per- 
somnoL This handbook provides general information about the Agency, 
conditions of employment, and other material of interest to individual 
crapboyee®. 

b. An orientation program was initiated by the Personnel Office 
to assist all new employees in acquainting themselves with the Agency. 
This is in addition to the comprehensive orientation course for profes- 
sional employees , provided by the Office of Training, which is offered 
only once each quarter and is not designed to provide information on 
such subjects as leave, employee services, retirement benefits, etc. 

In addition, incoming clerical personnel now receive an intensive two- 
day training session in Agency administrative procedures while in tho 
Interim Assignment Branch of the Personnel Office. 

«» 6 — 
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e. Security oomidsraticns have In tho poet made it difficult# 
if not iapoGsl&te* for certain groups of Agency personnel to obtain 
low-coat bospitaljjsatiou and surgical insurance. During the year# 
various solutions to this problem were explored and a plan far 
providing insurance service in cooperation with Group Hospitalisation# 
Inc* was adopted. An Employee Services Staff has since been established 
to administer this program. 

d a Early in the year the Personnel Office initiated a program 
of presentations on various personnel topics of interest to personnel 
and administrative officers throughout, the Agency, Typical subjects 
presented Included Civil Service retirement# personnel procurement# 
separation of unsatisfactory employees# and the Agency ,J s position 
classification program. In addition# the Personnel Office partici- 
pated in a program sponsored by the Office of Training designed to 
acquaint fogy Agamy officials with general programs and problems of 
an adtrdnla trative nature. 

e. Improved service in the processing of compensation claims 
and retirement fund contributions and refunds vas made possible by 
the ©steblJshraent of special secure channels within tec Federal Agencies 
involved for handling these cos ©3, Simplified procedures for obtaining 
administrative approval of unusual leave requests were also established. 

f • Services offered to employees and their dependents preparing 

fat overseas asslgmamte have been improved and expanded. An informa- 
tional booklet providing general processing instruction and general 
items regarding overseas conditions has been initiated. 

» 7 . 
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8c Personnel Records and Reparta 

a» Installation of the standard personnel records system con- 
tained la the Civil Service Commission's Handbook S-812, Baslo 
Personnel Records and Files System for Federal Agencies, was corv- 
pie ted » Service Record Cards (SF 7) ware converted to this system 
and procedures for establishing the Employee Record Card (OF 4b) in 
the operating offices ware developed and later installed,, Standard 
Form 52, Request for Personnel Action, was adopted for Agency use 
and a comprehensive instruction panphlat regarding the 
and processing of personnel actions was prepared and published* 
Simplification of procedures for effecting personnel actions involving 
a transfer of funds was undertaken* 

b* Responsibility for the production of all personnel statistics 
and for record-koeping and processing of tables of organization 
personnel ceilings was transferred to the Personnel Office Air ing the 
year* Plans for a consolidated monthly statistical repor t were 
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bo Following a survey of the octivitie; and operations of the - 
Testing, Standards and Training Branch of Personnel Division (Overt) * 
this Branch ms re-organised. Responsibility fcr operation of the 
personnel pool was assigned to the newly-activatod Interim Assignment 
Branch, and the clerical training function was transferred to the 


Office of Training*, The testing function was placed in the newly- 
established Testing and Evaluation Division* 

e. In order to describe tee functions and responsibilities of 


these campenents more appropriately, the Personnel Studies and 
Procedures Staff ms re-named the Research and Planning Staff and the 
Career PJanageraeat Division became the Career Development Staff* 

d* A chart showing the organisation of the Personnel Office at 
the close of the year is attached as Tab E. 
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